
[Your Company Letterhead]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

We are excited to announce a job vacancy for the position of [Job Title] 

at [Your Company Name]. As a leader in [Industry/Field], we are looking 

for a dedicated and skilled individual to join our team and contribute to 

our mission of [Company Mission or Goal]. 

**Position:** [Job Title]  

**Location:** [Job Location]  

**Type:** [Full-time/Part-time/Contract]  

**Responsibilities:**  

- [Responsibility 1]  

- [Responsibility 2]  

- [Responsibility 3]  

**Qualifications:**  

- [Qualification 1]  

- [Qualification 2]  

- [Qualification 3]  

**Benefits:**  

- [Benefit 1]  

- [Benefit 2]  

- [Benefit 3]  

Interested candidates are encouraged to submit their resume and a cover 

letter to [Email Address] by [Application Deadline]. For more information 

about our company and this position, please visit [Company Website]. 

We look forward to finding a great addition to our team!  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Phone Number]  

[Your Email Address] 


